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contained in Part IV of the Treasury
Financial Manual for Guidance of De-
partments and Agencies, Title 7 of the
General Accounting Office Policy and
Procedures Manual for Guidance of
Federal Agencies, and the agency im-
plementing regulations. Agencies shall
also be guided by the Manual of Proce-
dures and Instructions for Cashiers, is-
sued by the Financial Management
Service, Department of the Treasury.

13.402 Agency responsibilities.

Each agency using imprest funds and
third party drafts shall—

(a) Periodically review and determine
whether there is a continuing need for
each fund or third party draft account
established, and that amounts of those
funds or accounts are not in excess of
actual needs;

(b) Take prompt action to have im-
prest funds or third party draft ac-
counts adjusted to a level commensu-
rate with demonstrated needs when-
ever circumstances warrant such ac-
tion; and

(c) Develop and issue appropriate im-
plementing regulations. These regula-
tions shall include (but are not limited
to) procedures covering—

(1) Designation of personnel author-
ized to make purchases using imprest
funds or third party drafts; and

(2) Documentation of purchases using
imprest funds or third party drafts, in-
cluding documentation of—

(i) Receipt and acceptance of supplies
and services by the Government;

(ii) Receipt of cash or third party
draft payments by the suppliers; and

(iii) Cash advances and reimburse-
ments.

13.403 Conditions for use.

Imprest funds or third party drafts
may be used for purchases when—

(a) The imprest fund transaction does
not exceed $500 or such other limits as
have been approved by the agency
head;

(b) The third party draft transaction
does not exceed $2,500, unless author-
ized at a higher level in accordance
with Treasury restrictions;

(c) The use of imprest funds or third
party drafts is considered to be advan-
tageous to the Government; and

(d) The use of imprest funds or third
party drafts for the transaction other-
wise complies with any additional con-
ditions established by agencies and
with the policies and regulations ref-
erenced in 13.401.

13.404 Procedures.

(a) Each purchase using imprest
funds or third party drafts shall be
based upon an authorized purchase req-
uisition, contracting officer verifica-
tion statement, or other agency ap-
proved method of ensuring adequate
funds are available for the purchase.

(b) Normally, purchases should be
placed orally and without soliciting
competition if prices are considered
reasonable.

(c) Purchases shall be distributed eq-
uitably among qualified suppliers.

(d) Prompt payment discounts shall
be solicited.

(e) Any agency-authorized purchase
order form or Standard Form 1165, Re-
ceipt for Cash-Subvoucher, may be
used if a written order is considered
necessary (e.g., if required by the sup-
plier for discount, tax exemption, or
other reasons). If a purchase order is
used for this purpose, it shall be en-
dorsed ‘‘Payment to be made from Im-
prest Fund’’ (or ‘‘payment to be made
from third-party draft,’’ as appro-
priate).

(f) The individual authorized to make
purchases using imprest funds or third
party drafts shall—

(1) Furnish to the imprest fund or
third party draft cashier a copy of the
document required under 13.404(a) an-
notated to reflect—

(i) That an imprest fund or third
party draft purchase has been made;

(ii) The unit prices and extensions;
(iii) The supplier’s name and address;

and
(iv) The date of anticipated delivery.
(2) Require the supplier to include

with delivery of the supplies an in-
voice, packing slip, or other sales in-
strument giving—

(i) The supplier’s name and address;
(ii) List and quantity of items;
(iii) Unit prices and extensions; and
(iv) Cash discount, if any.
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Federal Acquisition Regulation 13.503

Subpart 13.5—Purchase Orders
13.501 General.

(a) Except as provided under the un-
priced purchase order method (see
13.502), purchase orders generally are
issued on a fixed-price basis. See part
12 for acquisition of commercial items.

(b) Purchase orders shall include any
trade and prompt payment discounts
that are offered, consistent with the
applicable principles in 14.408–3.

(c) Purchase orders shall specify the
quantity of supplies or scope of serv-
ices ordered.

(d) Inspections under simplified ac-
quisition procedures shall be as pre-
scribed in part 46. Orders generally will
provide that inspection and acceptance
will be at destination, and source in-
spection should be specified only if re-
quired by part 46. If inspection and ac-
ceptance are to be performed at des-
tination, advance copies of the pur-
chase order, or equivalent notice, shall
be furnished to consignee(s) for mate-
rial receipt purposes. Receiving reports
shall be accomplished immediately
upon receipt and acceptance of mate-
rial.

(e) F.o.b. destination shall be speci-
fied for supplies to be delivered within
the United States, except Alaska and
Hawaii, unless there are valid reasons
to the contrary.

(f) Each purchase order shall contain
a determinable date by which delivery
of supplies or performance of services
is required.

(g) The contracting officer’s signa-
ture (see 2.101) on purchase orders shall
be in accordance with 4.101. Facsimile
and electronic signature may be used
in the production of purchase orders by
automated methods.

(h) Distribution of copies of purchase
orders and related forms shall be lim-
ited to those copies required for essen-
tial administration and transmission of
contractual information.

(i) In accordance with 31 U.S.C. 3332,
payment under contracts may be re-
quired to be made by electronic funds
transfer (EFT). See 32.1103 for instruc-
tions for use of the appropriate clause
in purchase orders. When obtaining
verbal quotes, the contracting officer
shall inform the offeror of the EFT
clause that will be in any resulting

purchase order. Contracting officers
shall not accept EFT payment data.
All such data shall be provided by the
contractor directly to the payment of-
fice.

[48 FR 42163, Sept. 19, 1983, as amended at 61
FR 39197, July 26, 1996; 61 FR 45772, Aug. 29,
1996]

13.502 Unpriced purchase orders.
(a) An unpriced purchase order is an

order for supplies or services, the price
of which is not established at the time
of issuance of the order.

(b) An unpriced purchase order may
be used only when—

(1) It is impractical to obtain pricing
in advance of issuance of the purchase
order; and

(2) The purchase if for—
(i) Repairs to equipment requiring

disassembly to determine the nature
and extent of repairs;

(ii) Material available from only one
source and for which cost cannot be
readily established; or

(iii) Supplies or services for which
prices are known to be competitive but
exact prices are not known (e.g., mis-
cellaneous repair parts, maintenance
agreements).

(c) Unpriced purchase orders may be
issued by using written purchase orders
or electronically. A realistic monetary
limitation, either for each line item or
for the total order, shall be placed on
each unpriced purchase order. The
monetary limitation shall be an obliga-
tion subject to adjustment when the
firm price is established. The contract-
ing office shall follow-up each order to
ensure timely pricing. The contracting
officer or the contracting officer’s des-
ignated representative shall review the
invoice price and, if reasonable (see
13.106–2(d)), process the invoice for pay-
ment.

[48 FR 42163, Sept. 19, 1983, as amended at 61
FR 39197, July 26, 1996]

13.503 Obtaining contractor accept-
ance and modifying purchase or-
ders.

(a) When it is desired to consummate
a binding contract between the parties
before the contractor undertakes per-
formance, the contracting officer shall
require written (see 2.101) acceptance of
the purchase order by the contractor.
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